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Purpose of This Document

This document is a resource manual for using PARTWeb. The document contains
an overview of the system and its features, specific instructions for using those
features, and points of contact for technical assistance in troubleshooting.

Additional copies of this help manual may be obtained on-line at
http://www.whitehouse.gov/omb/part/PARTWeb/PARTWeb user manual.pdf

Introduction to PARTWeb

As its name implies, PARTWeb is an interactive, web-based database designed to
collect and monitor information related to Federal program evaluations conducted
under the Program Assessment Rating Tool (PART) process. The PART was
developed to assess and improve program performance so that the Federal
government can achieve better results. A PART review helps identify a program’s
strengths and weaknesses to inform funding and management decisions aimed at
making the program more effective. The PART therefore looks at all factors that
affect and reflect program performance including program purpose and design;
performance measurement, evaluations, and strategic planning; program
management; and program results. Because the PART includes a consistent series
of analytical questions, it allows programs to show improvements over time, and
allows comparisons between similar programs.

PARTWeb’s Features

PARTWeb is used by both Federal agencies and the Office of Management and
Budget (OMB) to complete and collaborate on required elements of PART. Major
features and components include:

e A secure user- and agency-based ID system that ensures secure collaboration
within agencies and within OMB, depending on the stage of PART
completion.

e The ability for agencies and OMB units to set up user accounts and manage
access levels.


http://www.whitehouse.gov/omb/part/PARTWeb/PARTWeb_user_manual.pdf

Direct access for entering PART data using a web-based application. By
using PARTWeb, agencies can create a new PART assessment, edit an
existing assessment, enter funding data, answer and edit PART questions,
enter performance measures, and report on progress toward implementing
OMB recommendations regarding a PARTed program.

The ability for all PARTWeb users to view and search all completed PART
assessments (there are currently about 607 completed assessments in OMB’s
database). This encourages information sharing and collaboration between
agencies, and offers opportunities to exchange lessons learned and best

practices.

e Standard XML format to facilitate data exchange with other agency
management and budget systems.

Section 1: Accessing PARTWeb

User IDs and Passwords

PART application administration will be performed by delegating authority to one
or more agency administrators or coordinators. These agency administrators must
first complete a user ID request form (see Appendix A). The completed form must
be faxed, along with a photocopy of the user applicant’s Federal photo ID, to the
OMB, Budget Systems Branch at (202) 395-5080. OMB will assign requesting users

their user ID and password.

Agency PART administrators will manage the PARTWeb process at the agencies by

providing access to the on-line application to additional agency staff who are

working on specific PARTs. PART administrators will assign user IDs in the form of a
user’s email address. The administrators will also assign temporary user passwords
(the users can change the temporary password to a password of their choice after

initial access to the system).

If you are an agency user requiring access to PARTWeb, please contact your Budget

or Strategic Planning office for the name of your Agency PART administrator.

PARTWeb User Roles and Responsibilities

Definitions of various types of PARTWeb users follow. Agency and OMB
administrators set user access levels depending on their role in the PART
process.



e Agency Admin - These users are responsible for agency Userld
administration and assigning PART's within an agency. More than one agency
user can be assigned to update a PART. Agency Admins can read/update all
PART's within an agency. These users can also create new programs to be
PARTed for their assigned agency.

e Agency User - These users can only read all PART's within an agency, but
only update those programs assigned to them.

e Agency Review - These users have read-only access to assigned PART
programs.

« OMB Admin - These users are responsible for granting read/update access
to OMB users and Agency Admin's.

e« OMB User - users can only read all PART's within an agency, but only update
those PART's assigned. These users can also create new programs to be PARTed
for their assigned agencies.

« OMB Review - These users will have read-only access to assigned PART
programs.

PARTWeb URL

Once you have a user account established in PARTWeb, open your browser and go to:
https://max.omb.gov/app/part/. Enter your user ID and password and you will be in
the system at the Program Assessment Rating Tool (PART) page. This is also referred
to as the PARTWeb home page.

3 regram Asspssment lLating (ool (PART) - Mierosstt Internat Feplerer

> on w feoe o 0 ~ % | Note: You can change

2 S © .. .- | your temporary password
" | by clicking on the
“Administration” link and
selecting “Users.” Click
on your name and the
“Edit User” button on the
“Account Information”
panel. (Note: See Section
4 for more information
regarding adding and
editing users.)



https://max.omb.gov/app/part/

Section 2: PART Program Management

Creating a new program

In PARTWeb, PART assessments are conducted under specific agency programs.
The program must first exist or be established in PARTWeb before a PART
assessment can be created. Only agency and OMB administrators or agency users
who have been given permissions (y the agency or OMB administrator (see section
on User Permissions) can create a new program. This will be done in mutual
agreement between OMB and the agency PART administrator. To establish a new
program, the user must first have a program code. The program code should be
obtained from the OMB examiner.

To create a new program:

1. Login to PARTWeb as an admin user or a user with permissions to create a new program.
You should now be on the “Program Assessment Rating Tool (PART)” page.
2. Click the “Register New Program” link. This will bring you to the Register New Program page.

OFFICE OF

MANAGEMENT AND BUDGET

P Program Assessment Rating Tool User: Hurban, James
(PART)
List of existing MAX Programs Program Assessment Rating Tool

£xisting Program in MAX Please choose an existing Program/Assessment.
you have an OMB Program Code and that code h

Register New Program

Administration -
Users Code Program
10001090 Science & Technology Program (S &
Teams
Agencies
Logout

3.  Enter data into the New Program dialog as follows:
Register New Program

*OMB Program Code » [Test_001
*Program Title » |Test Program 001
Contact Name * |Test User 001
Contact Email » [test.user @test.gov
Contact Phone » [202-555-1212
Notes + |Test Program 001 Notes

Direct Federal Program (0F)
[ Research and Development Program (RD)
[ BlockjFormula Grant (3F)

*Program Type(s) * [] Requistory-based Program (RG)
Competitive Grant Program (CO)
[ credit Program (cR)

[ capital assets and Service Acquisition Program (CA)



4. Press the “Save” button. Verify that you are taken to the Program Home Page and can see your new
program.

Test Program 001

Program Code TEST_001

Program Title Test Program 001

Program Type(s) Competitive Grant Program , Direct Federal Program
Contact Test User 001 , 202-555-1212

Notes Test Program 001 Notes

ASSESSMENTS
Year Notes Actions

Create New Assessment

Editing an existing program

1. From the Home Page, click the appropriate Program title or go to the Program Home Page.
Program Assessment Rating Tool (PART)

Please choose an existing Program/Assessment. If your PART does not appear on this screen, y
you have an OMB Program Code and that code has not already been used to associate a progr:

My
Code Program Assessments Notes Actions

10001090 hno Program (S & T) 2005 New Assessment
TEST_00{ Test Program 001 New Assessment

2. Click the “Edit Program” link from the navigation menus area.
List of existing MAX Programs

Test Program 001

Search for an existing Program in MAX

Register New Program

b Test Program 001 Program C.ode TEST_001
Program Title Test Program 001
:
Program Type(s] Competitive Grant Program , Direct Federal Program
User Permissions Contact Test User 001 , 202-555-1212
Team Permissions Motes Test Program 001 Notes

Create New Assessment

ASSESSMENTS
Eroaiasy AN Year Notes Actions

HETI Create New Assessment
Users

3. Edit the contents of the Notes and Program Types fields as follows:
Edit Program

*OMB Program Code » |TE

001

“Program Title » Test Program 001

Contact Name » [Test User 001

Contact Email » [test.user@test.gov
Contact Phone » [202-555-1212
Notes » |Modified Notes for Test Program 001

Direct Federal Program (DF)
1 ent Program (RD)

Block Formula Grant (BF)

“Program Type(s) * Regulatory-based Program (RG)

Competitive Grant Program (CO)
O creit Program (cR)

[ capital Assets and Service Acquisition Program (CA)

4. Click the “Save” button and verify that the changes were made appropriately.
Test Program 001

Program Code TEST_001

Program Title Test Program 001

Program Type(s) Competitive Grant Program , Direct Federal Program , Black/Formula Grant
Contact Test User 001 , 202-555-1212

Notes Modified Notes for Test Program 001

ASSESSMENTS
Year Notes Actions

Create New Assessment




Section 3: Completing Your PART

Creating/Editing Assessments

Creating a new assessment

Once you have created or edited a program, the next step in the PARTWeb
process is to create a record that will house data about your PART evaluation.
This is called the assessment. Once you create a new assessment, you can
access related data fields in PARTWeb such as the screens for inputting answers
to questions, performance measures, and recommendations.

To create a new assessment:

1. Login as an admin user ot a user with permissions to cteate/edit a new assessment.
2. From the Home Page, click your appropriate Program title to go to the Program Home Page.

Program Assessment Rating Tool (PART)

Please choose an existing Program/Assessment. If your PART does not appear on this screen, y
you have an OMB Program Code and that code has not already been used to associate a progr:

My
Code Program Assessments Notes Actions

10001090 Program (S & T) 2005 New Assessment
TEST_00{ Test Program 001 New Assessment
1. Click the “Create New Assessment” link from the navigation menus area.
List of existing MAX Programs

Test Program 001

Search for an existing Program in MAX

Register New Program

P Test Program 001 Program Code TEST_001

Program Title Test Program 001

Program Type(s) Competitive Grant Program , Block/Formula Grant , Direct Federal Program
User Permissions Contact Test User 001 , 202-555-1212

Team Permissions Notes Modified Notes for Test Program 001

—
ASSESSMENTS
A Year Notes Actions
HELIE 5 Create Mew Assessment

Users

2. Enter data into the dialog as follows:

Edit Program

Create New Assessment

— Summary Information
“Year » [2005

*Status » | Initial Agency working draft v
Motes + [Test Program D01 2005 Assessment

— Funding Levels for PART Summary Tables (in milions) —
Prior Year *
Current Year |

Budget Year ¢ |




3. Press the “Save” button. Verify that you are brought back to the Program Home Page and that the
new assessment is shown on the page.

Test Program 001
SUMMARY

Program Code TEST_001

Program Title Test Program 001

Program Type(s) Competitive Grant Program , Direct Federal Program , Block/Formula Grant

Contact Test User 001 , 202-555-1212
Notes Modified Notes for Test Program 001
[ AssessMenTs |

ctions
(2005 Test Program 001 2005 Assessment

Create New Assessment

Editing an existing assessment

1. Login as an admin user or a user with permissions to edit a program.
2. From the Home Page, click the appropriate Program title to go to the Program Home Page.
Program Assessment Rating Tool (PART)

Please choose an existing Program/Assessment. If your PART does not appear on this screen, y
you have an OMB Program Code and that code has not already been used to associate a progr:

My
Code Program Assessments Notes Actions

10001090 hno Program (S & T) 2005 New Assessment
TEST_00{ Test Program 001 New Assessment

3. Click the appropriate assessment year link from the navigation menus area.

Test Program 001
summanv—

Program Code TEST_001
Program Title Test Program 001
Program Type(s) Competitive Grant Program , Direct Federal Program , Block/Formula Grant

Contact Test User 001 , 202-555-1212
Notes Modified Notes for Test Program 001

Notes Actions
2005 Jest Program 001 2005 Assessment

Create New Assessment

4.  Click the “Edit Assessment” link from the navigation menus area.

L1zt Ul SAILIE v FEuE A,

search for an exsting Program in MAX | Tagt Program 001 2005 Assessment

Register New Program

Test Program 001 suMMARY. |

Edit Program Program Cud:e TEST_001
User Permissions Program Title Test Program 001
Team Permissions Program Type(s) Block/Formula Grant , Competitive
Assessment Year 2005
Grente Bow f=coment Initial Agency working draft
> 200 Assessment Status This version should be used only
for OMB review (applicable if ager
Edit Assessment
Assessment Notes Test Program 001 2005 Assessmi

User Permissions
Proaram fundina Level (in millions)

5. Edit the contents of the Notes and Funding level fields as follows:

Team Darmiceinne

Edit Assessment

— Summary Information
*Year» 2005 |

*Status » | Initial Agency working draft v

Notes » [Test Program 001 2005 Assessment Modified
Notes

r— Funding Levels for PART Summary Tables (in milions) —
Prior Year * 100 ]

Current Year * | |
Budget Year » |

6. Click the “Save” button and verify that the changes were made appropriately.
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Creating/Editing a Funding Account

Creating a new assessment funding account

1. Login as an admin user or a user with permissions to edit a program.
2. From the Home Page, click the appropriate Program title to go to the Program Home Page.
Program Assessment Rating Tool (PART)

Please choose an existing Program/Assessment. If your PART does not appear on this screen, y
you have an OMB Program Code and that code has not already been used to associate a progr:

MY
Code Program Assessments MNotes Actions

10001090 Program (S &T) 2005 New Assessment
TEST_00Y{ Test Program 001 New Assessment

3. Click the appropriate assessment year link from the navigation menus area.

Test Program 001

Program Code TEST_001

Program Title Test Program 001

Program Type(s) Competitive Grant Program , Direct Federal Program , Block/Formula Grant

Contact Test User 001 , 202-555-1212
Notes Maodified Notes for Test Program 001
[ Assessments |

Notes Actions
2005 Jest Program 001 2005 Assessment

Create New Assessment

4. Click the “Funding Accounts” link from the navigation menus area.

Programs
Seeioh tor o aebting Test Program 001 2005 Assessment
Program fn MAX
Register New Program 1
Test Program 001 Program Code TEST_001
. Program Title Test Program 001
Edit Program
Program Type(s) Direct Federal Program
User Permksslons Assessment Year 2005
Team Permissions Initial Agency working draft

This version should be used only or

Create New Aszezsment Assessment Status PART, nat yet ready for OMB8 review
B 2005 Assessment is doing the first draft)
Edit it Notes Test Program 001: 2005 Assessmer
LGt Program funding Level (in millions)
Team Permissions Prior Year $100.00
Funding Accounts Current Year $200.00
Question A :uﬂluet :ear : $£300.00
xplanation of
Question Weights Composition of
[ Funding
Measures
Recommendations | HREN !

5. Click the “Add Funding” button from the funding panel page.
Test Program 001 Funding Account

Budget Resources (millions ) Obligations (millions )}
Treasury Prior Current Budget Prior Current Budget Explanation

Account Year fear Year ear Year Year

g~ above &

6. Edit the contents of the Funding Account fields as appropriate:
Create New Funding Account

[ ADD PROGRAM FUNDING ACCOUNT |

TREASURY ACCOUNT DATA (IN MILLIONS)
Accost [ Aok

EXplanation + - [ew Test Account For 2005 Assessment

Levels » Prioe Yesr Cusvert Year Budget Yesr
Eudgetary Resources [1og oo [Fo0
S 100 feon [200

SAVE CANCEL




8. Click the “Save” button and verify that the changes were made appropriately.

Editing an existing assessment funding account

1. Login as an admin user or a user with permissions to edit a program.
2. From the Home Page, click the appropriate Programtitle to go to the Program Home Page.
Program Assessment Rating Tool (PART)

Please choose an existing Program/Assessment. If your PART does not appear on this screen, y
you have an OMB Program Code and that code has not already been used to associate a proar:

MY
Code Program Assessments Notes Actions

10001090 Program (S&T] 2005 New Assessment
TEST_003 Test Program 001 New Assessment

3. Click the appropriate assessment year link from the navigation menus area.

Test Program 001
[ summany—

Program Code TEST_001
Program Title Test Program 001
Program Type(s) Competitive Grant Program , Direct Federal Program , Block/Formula Grant

Contact Test User 001 , 202-555-1212
Notes Modified Notes for Test Program 001
[ AssessmenTs |

Notes Actions
2005 Jest Program 001 2005 Assessment

Create New Assessment

4. Click the “Funding Accounts” link from the navigation menus area.

Programs
Seeioh tor o aebting Test Program 001 2005 Assessment
Program fn MAX
Register New Program 1
Test Program 001 Program Code TEST_001
. Program Title Test Program 001
Edit Program
Program Type(s) Direct Federal Program
User Permksslons Assessment Year 2005
Team Permissions Initial Agency working draft
. This version should be used only or
Create New Aszezsment Assessment Status PART, nat yet ready for OMB8 review
B 2005 Assessment is doing the first draft)
Edit it Notes Test Program 001: 2005 Assessmer

LU S Program funding Level {in millions )

Team Permissions Prior Year $100.00
Current Year $200.00

Question A Budget Year £300.00

Question Welghts Conpoation o

[ Funding

Measures

Recommendations | HREN !

5. Click the “Edit” link on the funding panel page.

Test Program 001 Funding Account

TEST 0012005 1 y
fdd Fundng |
Budget Resources (millions) Obligations (millions)
Treasury Prior Current  Budget Prior Current  Budget
Account Year Year Year ‘Year Year Year ExplanEiie |
New Test Account |
New -
$100.00 $200.00 $300.00 $100.00 $200.00 $30000 for 2005 E |
| Account Assessment @

6. Edit the contents of the Funding Account fields as appropriate:

12



Test Program 001 Funding

Eour account L

TREASURY ACCOUNT DATA (IN MILLIONS)
B Ty

Erplanation » [ et Accourk for 2005 Assessmerk Modfied Explanation

Eiit Prior Year Current Year Budget Year
Budgetary Resolrees [109 fsz00 [g300
Cbigstions. [§100 [0 f300

7. Click the “Save” button and verify that the changes were made appropriately.

Questions

Creating new question answers

1. Login as an admin user or a user with permissions to edit a program.
2. From the Home Page, click the appropriate Program title to go to the Program Home Page.
Program Assessment Rating Tool (PART)

Please choose an existing Program/Assessment. If your PART does not appear on this screen, y
you have an OMB Program Code and that code has not already been used to associate a progr:

MY
Code Program Assessments Notes Actions

10001090 hno Program (S & T) 2005 New Assessment
TEST_00{ Test Program 001 New Assessment

3. Click the appropriate assessment year link from the navigation menus area.

Test Program 001
(summany—

Program Code TEST_001
Program Title Test Program 001
Program Type(s) Competitive Grant Program , Direct Federal Program , Block/Formula Grant

Contact Test User 001 , 202-555-1212
Notes Modified Notes for Test Program 001

Notes Actions
2005 Jest Program 001 2005 Assessment

Create New Assessment

4. Click the “Question Answers” link from the navigation menus area.

Prograeis
Jpe e i e Test Program 001 2005 Assessment
Program fn MAX
Register New Program i
Test Program 001 Program Code TEST_001
Edit Program Program Title Test Program 001
Program Type(s) Direct Federal Program
User Perndsstons Assessment Year 2005
Team Permissions Intial Agency working draft
Create New Aszessment Assessment Status ;’SET‘ ?_‘r;éo\:;f":g:‘l:ﬂ’ ?:‘_ug:‘g ?::Tgp:
P 2005 Assessment is doing the first draft)
Edit Hotes Test Program 001: 2005 Assessment
User Permissions Program funding Level (in millions)
Team Permiszions Prior Year $100.00
Current Year $200.00
Budget Year $300.00
Explanation of
Composition of
Funding

5. Click the “Unanswered” link on the Question Answers area.

13



Question Answers

TEST PROGRAM 001 2005 ANSWERS. |

You have answered 0 of 25 questions. You may 3ssign question weights once you have decided whether
guestions are applicable to your program or not.

Num Question Answer Exp Evd Score :
Section 1

1.1 Is the program purpose dear? , |
1.2 Does the program address a specific and existing problem, interest or need? Unanswarad |

13 Is the program designed so that it is not redundant or duplicative of any

other Federal, state, local or private effort? S
1.4 Is the program design free of major flaws that would imit the program’s it
3 effectiveness or efficiency? Unanswered
15 Is the program effectively targeted, so that resources will reach intended Uniinde
! beneficianes andfor otherwise address the program’s purpose directly? |
0%
Section 2

Does the program have a imited number of specific long-term performance
2.1 measures that focus on outcomes and meaningfully reflact the purpose of Unanswered
the program?
22 Does the program have ambitious targets and timeframes for its long-term
i measures?
Doss the program have a himited number of speafic annual performancs
2.3  measures that can demonstrate progress toward achieving the program’s  Unanswered
long-term goals?
2.4 Does the program have baselines and ambitious targets for its annual
' measures?

nan; red

Nans

6. Enter data into the appropriate explanation and evidence fields and click on the appropriate radio
button to answer the question (yes, no, N/A, to large extend, to small extent, etc.):
Is the program purpose clear?

l DIRECT FEDERAL 1l Pravious versions:
Answer v O oy O pNo O ok Apphcable None.
Explanation +
Evidence +

1.1 Is the program purpose clear?

Purpose of the question: to determine whether the program has a focused and well-defined mission,
Determining this purpose is critical to determination of useful performance measures and targets.

7. Click the “Save” button and verify that the changes were made appropriately. The user will be

directed to the next question in the list. Verify that the next dialog is for the appropriate question.

Editing existing question answers

1. Login as an admin user or a user with permissions to edit a program.
2. From the Home Page, click the appropriate Program title to go to the Program Home Page.
Program Assessment Rating Tool (PART)

Please choose an existing Program/Assessment. If your PART does not appear on this screen, y
you have an OMB Program Code and that code has not already been used to associate a progr:

MY

Code Program Assessments Notes Actions
10001090 _Sg Program (S & T) 2005 New Assessment
TEST_00{ Test Program 001 New Assessment

3. Click the appropriate assessment year link from the navigation menus area.

14



Test Program 001
e |

Program Code  TEST_001
Program Title Test Program 001
Program Type(s) Competitive Grant Program , Direct Federal Program , Block/Formula Grant

Contact Test User 001, _202—555—1212
MNotes Maodified Notes for Test Program 001
[ assessments |

Y Notes Actions
2005 Jest Program 001 2005 Assessment

Create New Assessment

4. Click the “Question Answers” link from the navigation menus area.

Progras
Jpe e i e Test Program 001 2005 Assessment
Program fn MAX
Register New Program
Test Program 001 Program C.DdE TEST_DO1
Edit Program Praogram Title Test Program 001
i Program Type(s) Direct Federal Program
User:Permissions Assessment Year 2005
Team Permissions Initial Agency working draft
This version should be used only once
Create New Aszezsment Assessment Status PART, niot yet ready for OMB review (2
P 2005 Assessment is doing the first draft)
Edit Notes  Test Program 001: 2005

User Permissions Program funding Level (in millions)

Team Permissions Prior Year $100.00
LCD Current Year £200.00
Budget Year $300.00
Explanation of
Composition of
Funding

—

5. Click the “Answer” link on the Question Answers panel area.
Question Answers

[ TEsT pROGRAM 001 2005 ANswERs |
You have answered 25 of 25 questions. You may assign question weights once you have decided whether
guestions are apphicable to your program or not.
Num Question Answer Exp Evd Score
Section 1
1.1 Is the program purpose dear? @ =1 20%
1.2  Does the program address a specific and existing problem, interest or need? o 20%
Is the program designed so that it is not redundant or duplicative of any
13 ther Federal, state, local or private effort? YES “ 20%
Is the program design free of major flaws that would imit the program’s
14 Htectiveness or efficency? 1k o %
15 [Isthe program effectively targeted, so that resources will reach intended YES < 20%
7 beneficanes and/or atherwise address the program’s purpose directly?
100%
Section 2
Doas the program have a limited number of specfic long-term performance
2.1  measures that focus on and ingfully reflact the of  YES -1 10%

6. Edit the contents of the approptiate explanation and/or evidence fields or edit the “answer” radio
button appropriately:

Is the program purpose clear?

| piree v Previous versi
Answer s @ yes © No O ok Apphcabls DatefTime

Explanation + [ e Unknown |

Eviderce +

1.1 15 the program purpose clear?

Purpose of the gquestion: to determine whether the program has a focused and well-defined miss
Natarmininn thic nirmnce ic reitieal todaty i W nf neafil rfy and rarnate

15



7. Click the “Save” button and verify that the changes were made appropriately.

Creating new question answer weights

1. Login as an admin user or a user with permissions to edit a program.
2. From the Home Page, click the appropriate Program title to go to the Program Home Page.
Program Assessment Rating Tool (PART)

Please choose an existing Program/Assessment. If your PART does not appear on this screen, y
you have an OMB Program Code and that code has not already been used to associate a proar:

MY
Code Program Assessments Notes Actions

10001090 Program (S&T] 2005 New Assessment
TEST_003 Test Program 001 New Assessment

3. Click the appropriate assessment year link from the navigation menus area.

Test Program 001

Program Code TEST_001

Program Title Test Program 001

Program Type(s) Competitive Grant Program , Direct Federal Program , Block/Formula Grant

Contact Test User 001 , 202-555-1212
Notes Maodified Notes for Test Program 001
[ Assessments |

Notes Actions
2005 Jest Program 001 2005 Assessment

Create New Assessment

4. Click the “Question Weights” link from the navigation menus area.

Programs
e o e Test Program 001 2005 Assessment
Program in MaX
Register Mew Program
Test Program 001 Program C.alds TEST_D01
3 Program Title Test Program 001
Edit P
rwdm_ Program Type(s) Direct Federal Program
User Permissions Assessment Year 2005
Team Permissions Initial Agency working draft
This version should be used only |
Create New Assessment Assessment Status PART, not yet ready for OMB revie
B 2005 Assessment is doing the first draft)
Edit it Notes Test Program D01: 2005 Assessm
User Parmissions Program funding Level {in millions )
Team Permissions Prior Year $100.00
Funding Accounts Current ¥ear $200.00

Budget Year $300.00
Explanation af

Composition of

Funding

TEST |

A Fuirclinn

5. Edit the contents of the Question Weight fields: (Note: Agencies should collaborate closely with their
OMB examiners before adjusting question weights.)
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Question Weights

+ Raset weights to values from the database
« Set oll Sections' © N 1 ht

Num Weight Question Answer

Section 1 (Set all Section 1 Questions to equal weights.)
1.1 !20 15 the program purpose clear?

1.2 !20 Does the program address a specfic and existing problem, interest or need?

1.3 i—m 1s the program designed so that it is not redundant or duplicative of any other
' Federal, state, local or private effort?

i 1s the program design free of major flaws that would limit the program's effectiveness
Ly 0 or effidency?

15 i_Zl] 1s the program effectively targeted, so that resources will reach intended beneficiaries
3 andfor otherwise address the program’s purpose directly?

!‘IBD Section 1 Total {must always add up to 100).

Section 2 {Set all Section 2 Questions to equal weiahts.)

21 '_ Does the program have a limited number of specific long-term performance measures
. that focus on outcomes and meaningfully reflect the purpose of the program?

2.2 I Does the program have ambitious targets and timeframes for its long-term measures?

23 '_ Does the program have a limited number of specific annual performance measures
! that can demonstrate prograss toward achieving the program's long-term goals?

2.4 I Does the program have baselines and ambitious targets for its annual measures?
Do all partners (including grantees, sub-grantees, contractors, cost-shanng partners,
2.5 I

and other government partners) commit to and work toward the annual and/or long-
term goals of the program?

EBEEE

B

Are independent evaluations of sufficient scope and quality conducted on a regular
26 | basis or as needed to supoort orogram imorovements and evaluate effectiveness and  YE!

[

6. Click the “Save Question Weights” button and verify that the appropriate changes were made.
Note: the user will not be able to save question weights unless all weights have been entered.

Editing question answer weights

1. Login as an admin user or a user with permissions to edit a program.
2. From the Home Page, click the appropriate Program title to go to the Program Home Page.
Program Assessment Rating Tool (PART)

Please choose an existing Program/Assessment. If your PART does not appear on this screen, y
you have an OMB Program Code and that code has not already been used to associate a progr:

MY
Code Program Assessments MNotes Actions

10001090 _Sdence s Program (S &T) 2005 New Assessment
TEST_00Y{ Test Program 001 New Assessment

3. Click the appropriate assessment year link from the navigation menus area.

Test Program 001

Program Code TEST_001

Program Title Test Program 001

Program Type(s) Competitive Grant Program , Direct Federal Program , Block/Formula Grant

Contact Test User 001 , 202-555-1212
Notes Modified Notes for Test Program 001

- Notes Actions
2005 Jest Program 001 2005 Assessment

Create New Assessment

4. Click the “Question Weights” link from the navigation menus area.



| Programs
Search for an existing

Test Program 001 2005 Assessment

Program fn MAX
Register New Program
Test Program 001 Program C.ads TEST_D01
Edit Program Program Title Test Program 001
7 Pragram Type(s) Direct Federal Program
User Parmisslons Assessment Year 2005
Team Permissions Initial Agancy working dr
This version should be used only
Create New dssessmant Assassment Status PART, not yet ready for OMB revie
B 2005 Assessment is doing the first draft)
Edit t Notes Test Program D01: 2005 Assessm
User Permissions Program funding Level {in millions)
Team Permissions Prior Year $100.00
Funding Accounts Current Year £200.00

Budget Year $300.00
Explanation af

Composition of

Funding

Recommendations [ e 1
L Fuirrin

5. Edit the contents of the Question Weight fields (note: agencies must ensure their OMB examiners
are in agreement with any changes made to question weights)::

Question Weights

+ Raset weights to values from the database
« Set oll Sections' © N 1 ht

Num Weight Question Answer

Section 1 (Set all Section 1 Questions to equal weights.)
1.1 !20 15 the program purpose clear?
1.2 IZI] Does the program address a specfic and existing problem, interest or need?

1.3 i—m 1s the program designed so that it is not redundant or duplicative of any other
: Federal, state, local or private effort?

i 1s the program design free of major flaws that would limit the program's effectiveness
Ly 0 or effidency?

15 i_Zl] 1s the program effectively targeted, so that resources will reach intended beneficiaries
3 andfor otherwise address the program’s purpose directly?

!‘IBD Section 1 Total {must always add up to 100).

Section 2 {Set all Section 2 Questions to equal weiahts.)

21 l_ Does the program have a limited number of specific long-term performance measures
. that focus on outcomes and meaningfully reflect the purpose of the program?

2.2 I Does the program have ambitious targets and timeframes for its long-term measures?

23 '— Does the program have a limited number of specific annual performance measures
! that can demonstrate prograss toward achieving the program's long-term goals?

2.4 I Does the program have baselines and ambitious targets for its annual measures?

EEEE

Do all partners (including grantees, sub-grantees, contractors, cost-shanng partners,
25 | and other government partners) commit to and work toward the annual and/or long-

term goals of the program?

Are independent evaluations of sufficient scope and quality conducted on a regular
2.6 I basis or as needed to support oroaram imorovements and evaluate effectiveness and  YES

B

6. Click the “Save Question Weights” button and verify that the appropriate changes were made.
Note: the user will not be able to save question weights unless all weights have been entered.

Performance Measures

Create new assessment performance measures

1. Login as an admin user ot a uset with permissions to edit a program.
2. From the Home Page, click the approptiate Program title to go to the Program Home Page.

Program Assessment Rating Tool (PART)

Please choose an existing Program/Assessment. If your PART does not appear on this screen, y
you have an OMB Program Code and that code has not already been used to associate a progr:

MY
Code Program Assessments MNotes Actions

10001090 Program (S &T) 2005 New Assessment
TEST_00Y{ Test Program 001 New Assessment

3. Click the approptiate assessment year link from the navigation menus area.
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4.

5.

6.

7.

Test Program 001
e |

Program Code  TEST_001
Program Title Test Program 001
Program Type(s) Competitive Grant Program , Direct Federal Program , Block/Formula Grant

Contact Test User 001 , 202-555-1212
MNotes Maodified Notes for Test Program 001
[ assessments |

Ye Notes Actions
2005 Jest Program 001 2005 Assessment

Create New Assessment

Click the “Performance Measures” link from the navigation menus area.
| Programs

Grea e Test Program 001 2005 Assessment
Program in MA&X
Registar Mew Program

Test Program D01 Program Code TEST_OO1
Program Title Test Program 001
Edit Program |
| Program Type(s) Direct Federal Program
User Permissions | Assessment Year 2005
Team Permissions | Initigl Agency working draft

This version should be used o

Create New Assessment | Assessment Status PART, not yet ready for OMB re
» 2005 Assessment | is doing the first draft)

Edit & A MNotes Test Program 001: 2005 Asse:
User Paritzzions | Program funding Level (in millions)
Team Permissions | Prior Year $100.00
Funding Accounts | Current Year $200.00
Quastion A ::udigeta;earof £300.00

| Explanation
Question Weights Compasition of

| Funding

[est e~ |

A B i

Click the “Add Performance Measure” button from the performance measure page.
Test Program 001 Performance Measures

= |

pe

“Add Perforr

dafined.

Enter the contents of the Performance Measure fields.
Create New Performance Measure

L
Term | Type | State » I 9"“;'[0‘“9"*;” ;I
Maasire »
Explanation »
Tagetsr  yuy Target State

Actual
|
[
[
[
[
[
[
[
|
I

2 5 3 5 3 1 R 3 O Y £

Click the “Save” button and verify that the appropriate changes were made.
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Edit existing assessment performance measures

1. Login as an admin user or a user with permissions to edit a program.
2. From the Home Page, click the appropriate Program title to go to the Program Home Page.
Program Assessment Rating Tool (PART)

Please choose an existing Program/Assessment. If your PART does not appear on this screen, y
you have an OMB Program Code and that code has not already been used to associate a progr:

My

Code Program Assessments MNotes Actions
10001090 Science & Technal gg;( Program (S &T) 2005 New Assessment
TEST_00Y{ Test Program 001 New Assessment
3. Click the appropriate assessment year link from the navigation menus area.

Test Program 001

Program Code TEST_001

Program Title Test Program 001

Program Type(s) Competitive Grant Program , Direct Federal Program , Block/Formula Grant

Contact Test User 001 , 202-555-1212
Notes Maodified Notes for Test Program 001
[ assessments |

¥ Notes Actions
2005 Jest Program 001 2005 Assessment

Create New Assessment

4. Click the “Performance Measures” link from the navigation menus area.

FrOgrams
Seaceh for'anieabting Test Program 001 2005 Assessment
Program in MAX
Registar Mew Program I 1
Test Program D01 Program Code TEST_OO1
Program Title Test Program 001
Edit Program
Program Type(s) Direct Federal Program
ke ParwHEnE Assessment Year 2005
Team Permizsions Initigl Agency working draft
This version should be used o
Create Mew Assessment Assessment Status PART, not yet ready for OMB re
b 2005 Assessment 15 doing the first draft)
Edit & | MNotes Test Program 001: 2005 Asse:
User Permkslons Program funding Level (in millions)
Team Permissions Prior Year $100.00
Funding Accounts | Current Year $200.00
Quostion A % Budget Year $300.00

Explanation of
Compasition of
Funding

estion Weights

Recommendations | [ ess 0G0 !

PRy

5. Click the “Edit” link for the respective performance measure to be edited.
Test Program 001 Performance Measures

TEST 2005 1
Add Performance Measure
Term Type Text

Long-term Outcome New Performance Measure for 2005 Assessmen @_--- -]

Year Target Actual State
2005 53 46 uo

6. Edit the contents of the Performance Measure fields.
Test Program 001 Performance Measure

EDIT meAsuRe |
Term | Type [ State + [Tongrterm =] [Gutoons =] [Onder Devet |
Parformance Measire + o e
Explanation +
Targets  yaar Target fctual State
[eocs [ e |Undar Davelopment =]
[ [ [ [ =




7.  Click the “Save” button and verify that the appropriate changes were made.

Recommendations

Create an assessment recommendation

After the PART evaluation is completed, OMB provides agencies with specific

recommendations for improving the respective program’s performance. These

recommendations are released as part of the annual budget. Agencies should
review the recommendations and take necessary actions to implement them.
Recommendations should be entered into PARTWeb so that agencies can
periodically report their progress toward implementing them.

To recreate an assessment recommendation:

1. Login as an admin user or a user with permissions to edit a program.
2. From the Home Page, click the appropriate Program title to go to the Program Home Page.

Program Assessment Rating Tool (PART)

Please choose an existing Program/Assessment. If your PART does not appear on this screen, y
you have an OMB Program Code and that code has not already been used to associate a progr:

My

Code Program Assessments Notes
10001090
TEST_00 1

g Program (S & T) 2005
Test Program 00

Actions
New Assessment
New Assessment

Click the assessment year for which the recommendation was made.

Test Program 001
mp——— |

Program Code TEST_001
Program Title Test Program 001

Program Type(s) Competitive Grant Program , Direct Federal Program , Block/Formula Grant

Contact Test User 001 , 202-555-1212
Notes Modified Notes for Test Program 001

Notes Actions
2005 Jest Program 001 2005 Assessment

Create New Assessment

Click the “Recommendations” link from the navigation menus area.

Programs
Search for an existing
Program in MAX

Test Program 001 2005 Assessment

Reglster New Program [ L

Test Program 001 Program Code TEST_001
o Program Title Test Program 001
Edit Program
) Program Type(s) Direct Federal Program
L2 T Assessment Year 2005
Team Permissions Initial Agency working drafy
= e This version should be used onl
Create New Assessment Assessment Status PART, not yet ready for OMB ray
* 2005 Assessment 15 doing the first draft)
Edit & Notes Test Program 001: 2005 Assess
User Permissions Program funding Level (in millions)
Team Permissions Prior Year $100.00
Funding Accounts Current Year $200.00
Question Answars Budget Year $300.00
5 £ Explanation of
Question Weights Composition of
Performance | Funding
Measures

[ vEST PROGRAM 001 2005 FUNDINGS |
f

- Add Funding
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5. Click the “Add Recommendation” button on the recommendations page.

Test Program 001 Recommendations

Recommendation

Action Taken

6.

Enter the Recommendation into the appropriate fields.
Create New Recommendation

ADD PROGRAM RECOMMENDATION. |

Number + g

et 5]

Action Taken »

7. Click the “Save” button and verify the appropriate changes have been saved.

Edit existing assessment recommendation

1. Login as an admin user or a user with permissions to edit a program.
2. From the Home Page, click the appropriate Program title to go to the Program Home Page.
Program Assessment Rating Tool (PART)

Please choose an existing Program/Assessment. If your PART does not appear on this screen, y
you have an OMB Program Code and that code has not already been used to associate a progr:

My

Code Assessments Notes Actions
1000109

0 _Sgence & Technol gg;{ Program (S & T) 2005 New Assessment
TEST_00Y{ Test Program 001 New Assessment
3. Click the appropriate assessment year link from the navigation menus area.
Test Program 001

Program

Program Code TEST_001

Program Title Test Program 001

Program Type(s) Competitive Grant Program , Direct Federal Program , Block/Formula Grant
Contact Test User 001 , 202-555-1212
Notes Modified Notes for Test Program 001

Notes Actions
2005 Jest Program 001 2005 Assessment

Create New Assessment

4. Click the “Recommendations” link from the navigation menus area.



| Programs

Searoh For it edsting Test Program 001 2005 Assessment
Program in MAX
Register New Program 1
Test Program 001 Program Code TEST_DO1
Edit Program Program Title T_est Program 001
Program Type(s) Direct Federal Program
L Year 2005
Team Permissions nitial lal ki
This version should be used onl
e 1R AsSEsSmentStatus  papr not yet ready for OMB rey
2005 Assessment is doing the first draft)
Edit A: MNotes Test Program 001: 2005 Asses:

User Permissions Program funding Level (in millions )

Team Permissions Prior Year $100.00

Funding Accounts Current Year $200.00

Question Answers Budget Year $300.00

Explanation of

Question Weights Compaosition of

Perfor mance Funding

Measures R — .
B )
a = fdd Funding

5. Click the “Edit” link on a recommendation.
Test Program 001 Recommendations

TEST L
Agd Recommendation
Type Recommendation

Action Taken
L MNew Recommendation for 2005 i %

6. Edit the contents of the Recommendation fields.
Test Program 001 Recommendation

DIt 1
Bugnber »
Type + ||_ .|
For 2005 e
Action Taken »

CANCEL

7. Click the “Save” button and verify the appropriate changes have been saved.



Section 4: USER ADMINISTRATION

This section reviews agency and OMB administrator tasks related to setting up
new user accounts, assigning appropriate permissions (i.e., the authority to
create and/or edit various components of PARTWeb including Programs,
Assessments, and Teams).

Users

Creating a new user

Note: Only Administrators can create new user accounts. Agency and OMB
employees who require administrator authority must complete the “MAX
Administrators UserID Request Form” (see Appendix A) and fax it along with
photocopy of their Federal photo ID to the OMB, Budget Systems Branch at
(202) 395-5080.

Agency Administrators should have agency user applicants complete the MAX
Users UserID Request Form (see Appendix B) prior to establishing a new
account.

1. Login as an admin user.
2. From the Home Page, click the “Administration” menu option.

OFFICE OF
Program Assessment Rating User: Hurban, James
Tool (PART)
List of existing MAX users
Programs
Search for an existing I_il
Program in MAX ALL AVAILABLE USERS
Registar New Program fdduize
User Agency Emt
Administration omb admin Department of the Interior ombadming
* Users agency admin Department of the Interior agencyadmi
Add User lames Hurban Department of the Interior jhurban@p
Taius om Dapartment of the Interior ombuserdp
Department of the Interior agencyuser
Agencies
Logout

3. Click the “Add User”'_from the ‘all available users’ panel.

| mLLAvarLABLE users |

User Agency Email Phone
omb admin Departmant of the Interior ombadmin@part.goy 7033333333
agency gdmin  Department of the Interior agencyadmin@®part.goy 7033333333
lames Hyrban Department of the Interior jhurban@part.gov 703-333-3333
omb user Department of the Interior ombuser@®part.gov 7033333333
A0SNCY yser Department of the Interior agencyuser@part.goy  703-333-3333

4. Edit the contents of the Account Information, Agency Information, Role Information, Team
Membership Information, and Responsibilities level fields as follows (for a definition of various roles and
responsibilities, please see Section 1, “Accessing PARTWeb™:
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Add User

[ avouser |

Account Information
First Name
Midde Name +
Last Name »

Veskor v [T vigor
Partrier Lser + [ partnar User

Agency Information
Agercy + | Non-Federal Government =

Role Information

Security Role » Ihqemy Admin =

Team Membership Information
(1) Partrarships and Colaborative Adtion Team « [~ peber
™ chair
(2) Human Capital Team » [~ pe
™ char
(3) Competitive Sourcing & Procurement Team » [~ peber
™ chaw
Resporsibitios

BureauOffice Resporsible Officisl + & gy € yes

Lisar requires prior spproval for actians » 8 g yes

SAVE CANCEL

5. Click the “Save” button and verify that the changes were made appropriately.

Editing a user

1.. Login as an admin user.
2. From the Home Page, click the “Administration” menu option.

OFFICE OF

MANAGEMENT AND BUDGET

Program Assessment Rating User: Hurban, James
Tool (PART)
List of existing MAX users
Programs
Search for an existing ETTTrTPTT—
Program in MAX [ AL AvAILABLE usERs
Al Liser.

Registar New Program

User Agency Emt
m| min Department of the Interior ombadming

¥ Users | agency admin Department of the Interior agencyadmi
Add User | lames Hurban Department of the Interior jhurban®p
Toams | omb user Dapartment of the Interior ombuserdp
agency user  Department of the Interior agencyuser

Agencies .

Logout

3. Click the “omb admin” user link from the ‘all available users’ panel.
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OFFICE OF

MANAGEMENT AND BUDGET

Program Assessment Rating User: Hurban, James

Tool (PART)
List of existing MAX Users [k
Programes

Search for an existing
Program in MAX

{ ALL AVAILABLE USERS. 1

Register New Program g Ueay
| gr Agency Er
Administration Department of the Interior  ombadming
> Users Suerrsamin  Department of the Interior agencyadm
Add User lames Hurban Department of the Interior j.hurbang@
Teiic omb user Department of the Intenor ombuserd)
| anency user  Department of the Interior agencyuse

Logout

4. Click the “Edit User” button on the ‘Account Information for omb admin’ panel.
| ACCOUNT INFOMATION FOR OMB ADMIN | I
Delete Lisar
User Email Phone Partner Responsible Official
| omb admin ombadmin@part.gov 7033333333

5. Edit the contents of the Account Information, Team Membership Information, and Responsibilities
level fields as follows:
Edit User

| eprvusen |
Account Information
First Mame + [onb
Middle Mams » Fﬁ‘
Last Name ’E

Email Address » 00

Phone » [703-333-3333
wiskor + [ yisitor

Fartner User ¢ [~ partner User

Team Mermbarship Information
(1) Partrierships and Collsberative fction Team s [~

™ char
(2) Human Capital Team * [~ Marber
™ chair
(3) Competitive Sourcing & Procuremnt TESM ¢ [ pariar

I Char
Responsibites
BuraaujOffice Responsible Officisl » & pg € yas

Usar requires prior approval for actions + (7 yg  yes

SAVE CANCEL

6. Click the “Save” button and verify that the changes were made appropriately.

Teams

PARTWeb provides OMB and Agencies with the ability to set up “teams” as one
way to improve communications and collaboration.
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Add a team

1. Point the browser to http://<server>/<app>/part.
2. Login as an admin user.
3. From the Home Page navigation menu, click the “Teams” menu option.

» Program Assessment Rating
Tool {PART)
List of sxisting MAX
Programs
Search for an existing
Program in MAX

Register New Program

Administration
Users

Agencies

Logout

4.  Click the “Add Team” button.
Teams

ALL AVAILADLE TEAMS |
Name

DOC Team Edit Delste
NPS Team Edi Delete |

5. Edit the contents of the Add Team dialog as follows:
Add Team

[ oo veas |

yous can then select the team From the List Al Teams’ page, then add team

SAVE CANCEL

6. Click the “save” button and verify the changes were made appropriately.

Edit a team

1. Login as an admin user.

» Program Assessment Rating,
Tool {PART)
List of sxisting MAX
Programs

Search for an existing
Program fn MAX

Register New Program

Administration
Users

Apencies

Logout

3. Click the DOC Team “Edit” link.
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Teams

| auwavanasie Teass |
fudd Team

MName
lote

poc Team@u
NPS Team Edit Delete

4. Edit the fields of the Edit Team dialog as follows:
Edit Team

[ eorvreampocTEAM L

| Team Name « Team

SAVE CANCEL

5. Click the “save” button and verify that the appropriate changes were made.

Add a user to a team

1. Login as an admin user.
2. From the Home Page, click the “Administration” menu option.
TRE0y:

Program Assessment Rating
Tool (PART)
List of exiting MAX
Programs

Search for an existing
Program in MAX
Register New Program

Administration

* Users
Add User
Teams
Agencies

Logout

3. Click the “omb admin” user link from the ‘all available users’ panel.

OFFICE OF

MANAGEMENT AND BUDGET

Program Assessment Rating User: Hurban, James

Tool (PART)
List of existing MAX Users [}5
Programes

Search for an existing
Program in MAX

| |k s

Register New Program
Agency Er

Administration Department of the Interior ambadmint

P Usors | EY=Omin Department of the Interior agencyadn

Add User | James Hurban Department of the Interior j.hurbangg

Teiic omb user Department of the Intenor ombuserd)

| 2 Department of the Interior agencyuse

Agencles aticd
Logout

4. Click the “User Teams” link from the navigation menu.
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Tool (PART)

List of existing MAX Manage User
Programs
Search for an existing | —
Program fn MAX e = s
Register New Program | Kt Usar | [Dolets User
. User Ema
Adminstration omb admin ombadmind
| [Ty
Add User |
* Manage User
|
User Agencies
Teams
Agencies

Logout |

5. Click the “Add User to Team” button.
Taol (PART) 7
List of sxisting MAX User Teams
Programs
Search for an existing
Program in MAX
Register New Program

Name
Administration DOC Team Edit Delete
Users I

Add User
Manage User
P User Teams
User Agencies
Teams
Agencies
Logout

6. Edit the contents of the Add User Team fields as appropriate:
Add User Team

ADD TEAM

Team Name + | DOC Team =

Member Type + |Defad =

SAVE CANCEL

7.  Click the “save” button and verify that the changes were made appropriately.

Agencies

Add an agency

1. Login as an admin user.
2. From the Home Page navigation menu, click the “Agencies” menu option.

OFFICE OF

NA

P Program Assessment Rating
Tool {PART)
List of existing MAX
Programs
Search for an existing
Program in MAX
Regizter New Program
Administration
Users
Teams

Logout



4. Click the “Add Agency” button.
Agencies

AsenciEs |
)
ACTION

5 - -

MName

Admini i nferen f the Lini
Advisory Cg on Conferances in Oean Shipping
Advisory Commi on Intergovernmental Relati
visor i Ei ral
Advisory Council an Historic Preservation
african Devel d.
Agent r Intem nal Developmen

5. Edit the fields of the Add Agency dialog as appropriate:
Add Agency
we [
agencyrame [

6.  Click the “save” button and verify the changes were made appropriately.

Edit an agency

1. Login as an admin user.

2. From the Home Pag

e navigation menu, click the “Agencies” menu option.
.

OFFICE OF

MANA

&
]

* Program Assessment Rating
Tool {PART)
List of existing MAX
Programs
Search for an existing
Program in MAX
Regizter New Program
Administration
Users

Teams

Logout

3. Click the appropriate Agency link.
Agencies

Agdvisory Committes on Fedaral Bay
Adwvisary Councl on Historic Preservation

african Development Foundation
| Anency for International O it

4.  Click the “Edit Agency” button.



Agency

'Ec;_ngerr--'
Agency 302 |
| Agency Name Administrative Conference of the United States

Add Buresu

Code Name

99 Administrative Conference of the United States, activities  Edit
| 1] Administrative Conference of the United States Edit

|¥x%  Administrative Conference of the United States, activities  Edit

5. Edit the fields of the “Edit Agency” dialog as follows:
Edit Agency

1D » I‘ﬁ
Agency Name « m;mcﬂmaxeoﬂhem

6. Click the “save” button and verify that the appropriate changes were made.

Add an agency bureau

1. Login as an admin user.
2.

OFFICE OF

* Program Assessment Rating
Tool {PART)
List of existing MAX
Programs
Search for an existing
Program in MAX
Regizter New Program
Administration
Users

Teams

T

Logout

3. Click the appropriate agency link.
Agencies

[ ALl avaiLABLE AsenciEs |

[ ralp
Adwvisary Councl on Historic Preservation

éfrican Development Foundation
| Agency for Intemational Development

4.  Click the “Add Bureau” button.



Agency

Edit Agency
Agency Id o2
Agency Name Administrative Conference of the United States

g Name
99  Administrative Conference of the United States, activities Edit
|0 Administrative Conference of the United States Edit

| ®¥  Administrative Conference of the United States, activities Edit

5. Edit the fields of the Add Agency Bureau dialog.
Add Agency Bureau

Bureau + [Grate and Local Gavernment =l

6. Click the “save” button and verify that the appropriate changes were made.

Edit an agency bureau

1. Login as an admin user.
2. ge navigation menu, click the “Agencies” menu option.

OFFICE OF

* Program Assessment Rating
Tool {PART)
List of existing MAX
Programs
Search for an existing
Program in MAX
Regizter New Program
Administration
Users

Teams

T

Logout

3. Click the appropriate Agency link.
Agencies

[ ALl avaiLABLE AsenciEs |

1 o r r Srence L] I 1
I Advisory Commission gn [ntergovernmentsl Relations

| ral B

Adwvisary Councl on Historic Preservation

african Development Foundation

| Agency for Intemational Development

4. Click the “Edit” link for the selected Agency.
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Agency

| 1
Exdt Agoncy
Agency Id 302
| Agency Name Administrative Conference of the United States

|- pureaus L
fdd Buresy
Code Name |
99 Administrative Conference of the United States, activities. !! i |

=13

o Administrative Conference of the United States
| ¥ Administrative Conference of the United States, activities

5. Edit the fields of the Edit Bureau dialog as follows:
Edit Agency Bureau

o B2
BuresuCoder o
Bureau Name » [adminstrative Corference of the Un

e

6. Click the “save” button and verify the changes were made appropriately.

Add a user to an agency

1. Login as an admin user.
2. From the Home Page, click the “Administration” menu option.

o, TRE

¥ O 2

OFFICE OF

Program Assessment Rating
Tool (PART)
List of exiting MAX
Programs

Search for an existing
Program in MAX
Register New Program
Adm
* Users
Add User

Teams
Agencies

Logout

3. Click the “omb admin” user link from the ‘all available users’ panel.

Program Assessment Rating User: Hurban, James

Tool (PART)
List of existing MAX Users [}5
Programes

Search for an existing
Program in MAX

Register New Program

Agency Er
Administration Department of the Interior ambadmint
> Users o n Department of the Interior agencyadm
Add User | Department of the Interior j.hurbang
Teiic | omb user Department of the Intenor ombuserd)
| agency user  Department of the Interior agencyuse

Agencles | 2QQ0LY Uzs ial

Logout

4. Click the “User Agencies” link from the navigation menu.
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Tool (PART)

List of axisting MAX Manage L
Programs
Search for an existing
Program in MAX F e
Register New Program L
User
Administration omb admin
S | St L L
Add User
* Manage User
Llsei ili 4
Teams
Apencies
Logout

5. Click the “Add User to Agency” button.
User Agencies

6. Choose an agency to add the user to as follows:

Add User Agency

Agency + [Non Federal Goverrment =l

SAVE CANCEL

7. Click the “save” button and verify that the changes were made appropriately.

Permissions

PARTWeb’s Permissions function enables Administrators to authorize specific
user access to various PARTWeb components.
Check OMB admin user permissions on Home Page

1. Login as an OMB admin user.
2. From the Home Page navigation menu, check the following permissions.

¥ Program Assessment Rating | User: admin, omb Department of the Interior
Tool (PART,
'L)'“ Srliitlng MAX Program Assessment Rating Tool (PART) 3
FORrams

f st ”
Searcifonan eiting Please choose an existing Program/Assessment. If your PART does not appear on this screen, you may create
new one (assuming you have an OMB Program Code and that code has not already been used to assooate 3
2\ program already).

Program fn MAK
Register Now Program

Y |

Code Program Assessments Note
10001090 Science & Technology Program (S & T 2005 W A men 4

1. The user has permission to the “Administration” links.
2. The user has permission to the “Register New Program” link.
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3. The user has permission to the “create a new one” link.
4. The user has permission to the “New Assessment” link.

Check Agency admin user permissions on Home Page

1. Login as an Agency admin user.
2. From the Home Page navigation menu, check the following permissions.

» Program Assessment Rating | User: admin, omb Department of the Interor
Tool (PART,
'L)'“ Srliitlng MAX Program Assessment Rating Tool (PART) 3
FORrams

: i
AR for A stiog Please choose an existing Program/Assessment. If your PART does not appear on this screen, you may create
Prg LLTAL AnNEw Bne [assumlng you have an OMB Program Code and that code has not already been used to assonste 3

Cnde Program Assessments Note
10001090 Science & Technology Program (S & T 2005 W A men 4

The user has permission to the “Administration” links.

The user has permission to the “Register New Program” link.
The user has permission to the “create a new one” link.

The user has permission to the “New Assessment” link.

1.
2.
3.
4.

Check OMB user permissions on Home Page
1. Login as an OMB user.
2 From the Home Page navigation menu, check the following permissions.

List of existing MAX Program Assessment Rating Tool (PART)

Programs

Search for an existing

Program in MAX

1 1 Glease choose an existing Pruurammssessment.) 2 3
| Code Program Assessments Notes Actions |
10001090 Scence & Technology Program (S & T) 2005 !

1. The user does NOT have permission to the “Administration” links or “Register New
Program” link.

2. The user does NOT have permission to the “create a new one” link.

The user does NOT have permission to the “New Assessment” link.

Rl

Check Agency user permissions on Home Page

1. Login as an Agency user.
2. From the Home Page navigation menu, check the following permissions.

List of existing MAX Program Assessment Rating Tool (PART)

Programs

Search for an existing

1 1 Glease choose an existing Program/Assessment. ) 2 3

| Code Program Assessments Notes Actions |
10001090 Scence & Technology Program (S & T) 2005 !

Program in MAX
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1. The user does NOT have permission to the “Administration” links or “Register New
Program” link.

2. The user does NOT have permission to the “create a new one” link.

3. The uset does NOT have permission to the “New Assessment” link.

Check OMB admin user permissions on Program Page

1. Login as an OMB admin user.

2. From the Program Page, check the following permissions.
Tool (PART) | Frogram: SCence & 1ecnnoiogy Frogram (> & 1) { uuuiuyuy

List of existing MAX

Programs Science & Technology Program (S & T)

Search for an existing

Registar New Program 1| Program Code 10001000

. vt Program Title Science & Technology Program (S & T)

Program (S & T) Program Type  Capital Assets and Service Acquisition Program, Direct Federal Program, Competitive Grant
Edit Program (=) Pragram
Cantact Enc Hansen

User Parmissions | Motes

Team Permissions

Create New Assessment | assessmnrs L

Program XML Year Notes Actions

Administration

Users
Teams
Apgencies
Logout
1. The user has permission to the “Register New Program” link.
2. 'The user has permission to the “Edit Program”, “User Permissions”, “Team Permissions”,

“Create New Assessment”, and “Program XML” links.
3. The user has permission to the “Create New Assessment” link.

Check Agency admin user permissions on Program Page

1. Login as an Agency admin user.

2. From the Program Page, check the following ’Eermissions.
Tool (PART) T Qram: SCIENCE & 1ECANDIDOY Frogram [ & 1) | IUUuIuvu )y

List of existing MAX

Programs Science & Technology Program (S & T)

Search for an existing

Registar New Program 1| Program Code 10001000

Program Title  Science & Technology Program (S & T)

Program (5 & T)

Program Type  Capital Assets and Service Acquisition Program, Direct Federal Program, Competitive Grant
: (s} Program
Edit Program
; Contact EncHansen
User Parmissions | Motes
Team Permizsions
Create New Assessment | AssessmEnTs |

Year Notes Actions

Program XML

Administration
Users
Teams
Apgencies

Logout

1. The user has permission to the “Register New Program” link.

2. The user has permission to the “Edit Program”, “User Permissions”, “Team Permissions”,
“Create New Assessment”, and “Program XML” links.

3. The user has permission to the “Create New Assessment” link.
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Check OMB user permissions on Program Page

1. Login as an OMB user.

2. From the Program Page, check the following permissions.
Tool {PART)
List of existing MAX
Programs

Program: Science & Technology Program (S & T) { 10001090) R O T N

Science & Technology Program (S & T)

Search for an existing

caca.io i 1
¥ Science & Technology Program Code 10001090
Program (5 & T) 1 Program Title

Science & Technology Program (S & T)
Program XML Program Type  Direct Federal Program, Competitive Grant Program, Capital Assets and Service Acquisition
(=) Program
Support Contact Eric Hansen
Logout Notes
ASSESSMENTS
Year Notes Actions
2005
1. The user does NOT have permission to the “Edit Program”, “User Permissions”, “Team
Permissions”, and “Create New Assessment” links.
2.

The user does NOT have permission to the “Create New Assessment” link.

Check Agency user permissions on Program Page

1.

Login as an Agency uset.
2. From the Program Page, check the following permissions.
Tool (PART)
List of existing MAX
Programs

Program: Science & Technology Program (S & T) { 10001090) A O

Science & Technology Program (S & T)

Search for an existing

: : \
P Science i Technalogy

Program Code 10001090
Program (5 & T) 1 Program Title  Science & Technology Program (5 & T)
Program XML Program Type  Direct Federal Program, Competitive Grant Program, Capital Assets and Service Acquisition
(=) Program
Support Contact Eric Hansen
Logout Notes

ASSESSMENTS
Year Notes Actions
2005

1. The user does NOT have permission to the “Edit Program”, “User Permissions”, “Team
Permissions”, and “Create New Assessment” links.

2. The user does NOT have permission to the “Create New Assessment” link

Check OMB admin user permissions on Assessment Page

1.

Login as an OMB admin user.
2.

From the Assessment Page, check the following permissions.
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Tool (PART) Frogram: SCIENCe & 1BCNNOIOgY Program (S & 1) | luuuiuyuy UBPArTme
List of existing MAX

Assessment: 2005

Programs
e Science & Technology Program (S & T) 2005 Assessment
Program in MAX
Register Mew Program 1 i W
Schonce & Technotoxy Program Code 10001090 .
Program (5 & T) Program Title SF!EHI:G !:Teclhnnlugy ngra.ml(s B T) i ) )
g Direct Federal Program, Capital Assets and Service Acquisition
Edit Program Program Type(s) Program, Competitive Grant Program
User Permissions Assessment Year 2005
Team Permissions Thmmmnzu;m:km_ﬂ_a&' porkinadraft i R
is version should be used only once, Agency is completing the
Creste New Aszessment Fasassment Siatus PART, not yet ready for OMB review {applicable if agency, not OMB,
2005 Assessmant is doing the first draft)
Edit it Notes
User Permissions Program funding Level (in millions)
Team Permissions Prior Year $0.00
Funding Accounts 1 gu;ren::ear :ggg
udget Year A
hitthin Explanation of
Question Weights Composition of
e Funding
1
SCIENCE B TECHNOL {58 T) 2005 1
Recommendations b

PETr——

e user has permission to the it Assessmen ser Permissions
Th t h rmission to the “Edit A ment”, “User Permissions’

>

, “Team

Permissions”, “Funding Accounts”, “Question Answers”, “Question Weights”,

“Performance Measures”, and “Recommendations” links.

Budget Resources (millions ) Obligations {millions) |

Treasury Prior  Current  Budget Prior  Current  Budget N
Account Year ‘Year Year Year vear Year Expanation Z
Test New Test Accol i
Acedunk $100.00 $200.00 $30000 $100.00 $20000 $30000 for2005 Edit Delete |
| it
~ san) .3
You have answered 10 of 31 questions. You mfy assign question waigh 9;9 you have decided whether
questions are applicable to your prog: or nots
MNum Question Answer Exp Evd Stnref
Section 1
1.1 15 the program purpose clear? YES o &
12 Egg;qthe program address a specfic and existing problem, interest or NO o
8 &
15 the program design free of major flaws that would limit the programis
14 effectiveness or efficency? ®e o o
15 1s the program effectively targeted, so that resources will reach intenced vES & &
i bereficiaries and/for otherwise address the program's purpose directly |
0% |
1. The user has permission to the “Add Funding” link.
2. The user has permission to the “Edit” and “Delete” fundings links.
3. The user has permission to the “assign question weights” link.
4. The user has permission to the answer links.
| = . -
(’Md?oﬁmmﬂluwu [splay Megsire Targets 2,

Text
annual Efficiency Increase technology transfer to end-users by increasing the production{ Edit Delete |
{Qutput) rate of 5 & T Bulletins per program dollar by 5 percent each year.

3

SCIENCE & TECHNOLDGY PROGRAM (5 & T) 2005 RECOMMENDATIONS

mendation Action Taken
Mew Tast Recommendation Edit Delete

e

The user has permission to the “Add Performance Measure” link.
The user has permission to the “Edit” and “Delete” meausers links.
The user has permission to the “Add Recommendation” link.

The user has permission to the “Edit” and “Delete” recommendations links.
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Check Agency admin user permissions on Assessment Page

1. Login as an Agency admin user.
2. From the Assessment Pa%e check the following

>

ermissions.

FrOgram: SCIence & IECANDIOgY Frogram | LFARLTEIT ] UEParTmEnt or e INTerior
Tool (PART) Assessment: 2005
List of existing MAX
Programs
SuererTor an sxdsting Science & Technology Program (S & T) 2005 Assessment
Program in MAX
[ summany L
Register Mew Program i
Science it Technology Program Code 10001090 ersion
Program (5 & T) Program Title Science & Technology Program (S & T)
Edit Program Pragram Type(s) Direct Federal Program, Capital Assets and Service Acquisition

Program, Competitive Grant Program
Assessment Year 2005
Team Permissions E] i

Initial Agency working draft
This version should be used only once, Agency is completing the
Fasassment Siatus PART, nat yet ready for OMBE review (apphicable f agency, not OMB, |

User Permiszions

Create New Assessment

2005 Assessmant is doing the first draft)
i it Notes
Edit
User Permissions Program funding Level (in millions)
Team Permissions Prior Year $0.00
Funding Accounts 1 gu;ren::ear :ggg
udget Year !
HELI Explanation of
Quastion Waights Composition of
= Funding |
1
(5 8.7) 2005
S ke SCIENCE & TECHNOLOGY. (S8T)

PETr——

1. The user has permission to the “Edit Assessment”, “User Permissions”, “Team Permissions”,

2 <«

“Funding Accounts”, “Question Answers”, “Question Weights”, “Performance Measures”, and

“Recommendations” links.

= T 1
.!.,_ st 1‘
Budget Resources (millions) Obligations {millions )

Treasury Prior  Current  Budget Prior  Current  Budget N

| Account Year Year Year Year Year Year Expanation 2

Test New Test Accol i

Account  $100.00 $200.00 $300.00 $100.00 $200.00 $300.00 for 2005 Edit Delste |
| it -
I (saT) 1 3

You have answered 10 of 31 questions. You my assian question waigh 939 you have decided whether

questions are applicable to your prog: or nots
| Num Question Answer Exp Evd Score |
| Section 1

1.1 1s the program purpose clear? YES

Does the program address a specific and existing problem, interest or
12 need? Ha

1.4 15 the program design free of major flaws that would limit the program vES
' effectiveness or efficency?

15 1s the program effectively targeted, so that resources will reach intendgd vES
= beneficiaries and/or otherwise address the program'’s purpose directly

B
R AR AR
O CR

0%
1. The user has permission to the “Add Funding” link.
2. The user has permission to the “Edit” and “Delete” fundings links.
3. The user has permission to the “assign question weights” link.
4. 'The user has permission to the answer links.

1] scaesaimanas - 3
( | Add Performance Measurs ) Desplay Measure Targets Z

Text

Aannual Effidency Increase technology transfer to end-users by increasing the production{ Edit Delete |

{Qutput) rate of 5 & T Bulletins per program dollar by 5 percent each year.
(e
mendation Action Taken
M Mew Test Recommendation Edit Delete

The user has permission to the “Add Performance Measure” link.

The user has permission to the “Edit” and “Delete” meausers links.

The user has permission to the “Add Recommendation” link.

The user has permission to the “Edit” and “Delete” recommendations links.

Bl ol e
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Check OMB user permissions on Assessment Page

1. Login as an OMB user.
2.  From the Assessment Page, check the following Permissions.

L ST A m 1EanTIgY ragra 11 IUUUIUYD S I PATOTT U e T
Tool (PART) Assessment: 2005
List of existing MAX

Programs

Science & Technology Program (S & T) 2005 Assessment

Sesrch for sn existing

Science & Technology 1 Printable Ve
Program (5 & T) Program Code 10001090
B 2005 Assessment Program Title Science & Technology Program (S & T)
Direct Federal Program, Capital Assets and Service Acquisition
Fonding Aocounts Program Typa(s) Program, Competitive Grant Program
Question Answers | Assessment Year 2005
Question Weights .
t Status This version should be used only once. Agency is completing the
4 PART, nat yet ready for OMB review (applicable if agency, not OMB,
is doing the first draft)
It Notes

Program funding Level (in millions)

Prior Year £0.00

Support
P Curent Yaar $0.00
Logout Budget Year £0.00

Explanation of
Composition aof
Funding

<

1. The user has permission to the “Funding Accounts”, “Question Answers”, “Question
Weights”, “Performance Measutes”, and “Recommendations” links.

SCIENGE & & 1

Budget Resources {millions) Obligations {millions )
Treasury Prior Current Budget Prior Current  Budget Explanation
Account Year Year Year Year Year Year P
Test Account $100.00 $200.00 $300.00 $10000 $20000 $300.00 ggg;“‘m“”: for
SCIENGE & TECHNOLOGY PROGRAM (5 & T) 2005 ANSWERS |
You have answered 10 of 31 questions.
Num Question Answer Exp Evd Score

Section 1 1
1.1 Is the program purpose clear?

Does the program address a specific and existing problem, interest or
12 need?

Is the program design free of major flaws that would limit the program's]

effectiveness or efficiency?

15 Is the program effectively targeted, so that resources will reach intendegl
< beneficiaries and/or otherwise address the program’s purpose directly?

BB EBE
(R R C R
R AR AR

0% |

Section 2

Does the program have a limited number of specific long-term
21 performance measures that focus on outcomes and meaninafully reflece VES s

1. The user has permission to the answer links.

(58 T) 2005 1

Text

Annual Efficency Increase technology transfer to end-users by increasing the production rate of 5
(Output) & T Bulletins per program dollar by S percent each year.

SCIENCE & TECHNOLOGY {58 T) 2005

Type Recommendation Action Taken
M New Test Recommendation

1. The user has permission to the “Display Measure Targets” link.

Check Agency user permissions on Assessment Page

1. Login as an Agency user.
2. From the Assessment Page, check the following permissions.
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. PTG SURALY & FECIIIUYY PTUGram (S & 1] | IUUu1usu e e I S AN T
Tool (PART) Assessment: 2005
List of existing MAX

Programs

e Science & Technology Program (S & T) 2005 Assessment

Science & Technology 1 Printable Ve
Program (5 & T) Program Code 10001090
B 2005 Assessment Program Title S_c:enoe sé'.l'eclhnalogy nrogra.ml(s &T) .
Direct Faderal Program, Capital Assets and Service Acquisition
Funding Aceounts Program Type(s) Program, Competitive Grant Program
Question Answers | Assessment Year 2005

Question Waights p
t Status This version should be used only once. Agency is completing the

g PART, not yet ready for OME review (applicable if agency, not OME,
is doing the first draft)

it Notes

Program funding Level (in millions)

Shpnott Prior Year £0.00
P Curent Yaar $0.00
Logout Budget Year £0.00

Explanation of
Composition aof
Funding

1. The user has permission to the “Funding Accounts”, “Question Answers”, “Question
Weights”, “Performance Measures”, and “Recommendations” links.

SCIENGE & & 1

Budget Resources {millions) Obligations {millions )
Treasury Prior Current Budget Prior Current  Budget Explanation
Account Year Year Year Year Year Year P

Test Account $100.00 $200.00 $300.00 $10000 $20000 $300.00 ggg;“‘m“”””’

it

SCIENGE & TECHNOLOGY PROGRAM (5 & T) 2005 ANSWERS |
You have answered 10 of 31 questions.
Num Question Answer Exp Evd Score |

Section 1 1
1.1 Is the program purpose clear?

Does the program address a specific and existing problem, interest or
12 need?

14 Is the program design free of major flaws that would limit the program's]
" effectiveness or efficiency?

15 Is the program effectively targeted, so that resources will reach intendegl
< beneficiaries and/or otherwise address the program’s purpose directly?

BB EBE
(R R C R
R AR AR

0% |

Section 2

Does the program have a limited number of specific long-term
21 performance measures that focus on outcomes and meaninafully reflece VES s

1. The user has permission to the answer links.

(s % 7) 2005 L

Text

Annual Efficency Increase technology transfer to end-users by increasing the production rate of 5
(Output) & T Bulletins per program dollar by S percent each year.

SCIENCE & TECHNOLOGY {58 T) 2005

Type Recommendation Action Taken
M New Test Recommendation

1. The user has permission to the “Display Measure Targets” link.

Adding/Editing user permissions for an existing assessment

1. Login as an admin user or a user with permissions to edit a program assessment.
2. From the Home Page, click the “Test Program 001” program title to go to the Program Home Page.
Program Assessment Rating Tool (PART)

Please choose an existing Program/Assessment. If your PART does not appear on this screen, y
you have an OMB Program Code and that code has not already been used to associate a progr:

MY
Code Program Assessments MNotes Actions

10001090 Program (S &T) 2005 New Assessment
TEST_00 i 1 New Assessment

3. Click the “User Permissions” link from the navigation menus area.
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4.

5.

Programs

Test Program 001 2005 Assessment

Search for an existing
Program in MAX

Register New Program 1
Test Program 001 Program Code TEST_001
Edit Program Program Title Test Program 001
ogra =
. Program Type(s) Diract Federal Program
Lher Year 2005
Team Permissions Initial Agency working draft
Create New Assssment | | Assessment status 111> ¥ersion should be used only o
B 2005 Assessment is doing the first draft)
Edit Notes Test Program 001: 2005 Assessmer
User Permizsions Program funding Level (in millions)
Team Permissions Prior Year $100,00
Question Answers Current Year $200.00
Question Weights EUd.get Eear $300.00

Edit the contents of the User Permission fields as follows:

User Permissions
User Agency Admin  View Write
admin, omb Department of the Interior ™ C r
admin, agency Department of the Interior [ = r
Hurban, James Department of the Intarior W =
user, omb Departmant of the Interior [T O r
user, agency  Department of the Interior [ r r

Save Permissions |

Click the “Save Permissions” button and verify that the changes were made appropriately.

Adding/Editing team permissions for an existing assessment

1.
2.
3.

4.

5.

Point the browser to http://<server>/<app>/part.
Login as an admin user or a user with permissions to edit a program assessment.

From the Home Page, click the “Test Program 001" program title to go to the Program Home Page.

Program Assessment Rating Tool (PART)

Please choose an existing Program/Assessment. If your PART does not appear on this screen, y
you have an OMB Program Code and that code has not already been used to associate a progr:

MY
Code Program Assessments MNotes Actions

10001090 _Sdence s Program (S &T) 2005 New Assessment
TEST_00Y{ Test Program 001 New Assessment

Click the “Team Permissions” link from the navigation menus area.
it Test Program 001 2005 Assessment

Search for an existing
Program in MAX

Reglster New Program 1
Test Program 001 Program Code TEST_001
Edit Pr Program Title Test Program 001
ogram
Program Type(s) Direct Faderal Program
L] tvear 2005
Team Permissions Initial Agency working dra
Creste New Acsezmnt | | ASSSSSIIeNE StSUS D%y o yat raady for WS rov
B 2005 Assessment is doing the first draft)
Edit & it Notes Test Program 001: 2005 Assasst
User Permissions Program funding Level {in millions )
Prior Year $100.00
Question Answers Current Year £200.00
Question Weights Effluitjiir" $300.00

Edit the contents of the Team Permission fields as follows:
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6.

Team Permissions

Team Agency Admin  View Write
DOC Team Department of the Interior [T 1= ¥
NPS Team Department of the Intenor [ r O

Sawve Permissions

Click the “Save Permissions” button and verify that the changes were made appropriately.
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Section 5: XML Data Transfers

Under development.
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Section 6: Help

To troubleshoot technical, network, and systems problems with PARTWeb, agency
administrators should call the EOP Help Desk at (202) 395-7370 (this is also the MAX
A-11 application support).

For guestions related to a specific PART program, the agencies should work with
their respective OMB examiner.
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Appendix A: MAX Administrators User ID
Request Form

MAX ADMINISTRATORS
USERID REQUEST FORM

Administrator Information

Last Name: First Name: MI:
E-Mail Address:

Agency: Bureau:

Agency Address:

Room Number or Mail Stop

City: State: Zip Code:

Phone Number: ext Fax Number:

List the Agency or Agency/Bureau you administered:

MAX A-11 | PART | Apportionment

User and Certifier Agreement

This agreement is issued under the authority of the Federal Information Security Management Act of 2002

(P.L. 107-347, Title 111).

By signing this agreement, | signify my understanding and acceptance of the policies and practices of the
Office of Administration (OA), Executive Office of the President (EOP), concerning access to the EOP’s

MAX systems and that | will be held accountable for any breach of these policies and practices.

1. The UserID and any other information to allow remote access to the EOP’s MAX systems are

considered sensitive and critical and will NOT be disclosed to others.
. I will NOT enter classified information into the EOP MAX systems.
. I will protect my personal password from disclosure.

W

meet a password length of 6 to 8 characters.
. I will log off of my computer when it is not attended by me.

~N o o1

systems, | will report the incident to my OMB representative.

. I will compose my MAX Userid with upper and lower alpha characters and special characters to

. Upon completion of my duties that involve MAX, | will ensure my UserID is properly disabled.
. If I suspect someone else has tried to learn my password or fraudulently gain access to the MAX
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) MANAGEMENT AND BUDGET 1 PARTWeb User Manual Draft, V. AprlI 8, 2005

Please print and fax this form to the OMB, Budget Systems Branch at (202) 395-5080. 2
In accordance with Office of Management and Budget Memorandum 04-04, “E
Authentication Guidance for Federal Agencies,” any non-EOP personnel logging into an
EOP system must provide proof of their identity. The MAX Userid Request form must be
signed by both the MAX user and the certifier.

I certified that before I issue MAX Userids that | have (1) verified the identity credential
of this MAX user (2) obtained a photo copy of the MAX user’s government identification
badge/pass and (3) have received the MAX Userid Request Form with a signed
agreement for my files.

Signature: Date:

For Use by OMB Staff Only

By signing this agreement, | certified that | have inspected the MAX Administrators
government photo-1D or government identification papers and had verified their

employment in (Government Agency).
MAX Admin Signature: Date:
Office: Phone #:
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SIANAGEMENT AND BUDGET 1 PARTWeb User Manual Draft, v. April 8, 2005

Appendix B: MAX USERID REQUEST FORM
MAX User ID Request Form

Customer Information

Last Name: First Name: MI:
E-Mail Address:

Agency: Bureau:

Agency Address:

Room Number or Mail Stop

City: State: Zip Code:

Phone Number: ext Fax Number:

MAX User Agreement

This agreement is issued under the authority of the Federal Information Security Management Act of 2002
(P.L. 107-347, Title 111).

By signing this agreement, | signify my understanding and acceptance of the policies and practices of the
Office of Administration (OA), Executive Office of the President (EOP), concerning access to the EOP’s
MAX systems and that | will be held accountable for any breach of these policies and practices.

1. The UserID and any other information to allow remote access to the EOP’s MAX systems are
considered sensitive and critical and will NOT be disclosed to others.

2. 1 will NOT enter classified information into the EOP MAX systems.

3. 1 will protect my personal password from disclosure.

4. 1 will compose my MAX UserlID with upper and lower alpha characters and special characters to
meet a password length of 6 to 8 characters.

5. 1 will log off of my computer when it is not attended by me.

6. Upon completion of my duties that involve MAX, I will ensure my UserlID is properly disabled.

7. If I suspect someone else has tried to learn my password or fraudulently gain access to the MAX
systems, | will report the incident to my OMB representative.

MAX User Signature: Date:

MAX Administrator Approval

Certifier Agreement

In accordance with Office of Management and Budget Memorandum 04-04, “E Authentication Guidance
for Federal Agencies,” any non-EOP personnel logging into an EOP system must provide proof of their
identity. This form must be signed by both the MAX user and the MAX certifier.

| certified that I have (1) verified the identity credential of this MAX user (2) received the MAX Userid
Request Form with a signed agreement for my files.

Print Name:

Certifier Signature: Date:
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